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JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      
COLLECTIVE BARGAINING IDENTIFIER 

 
Management Related BU: 

        

 
Supervisory Related BU: 

        

 
Confidential Related BU: 

        

 
Rank and File BU: 

        

RESPONSIBILITIES EXERCISED  

  Supervisory  Lead Person 

IMMEDIATE SUPERVISOR (Print) 

      

SUPERVISOR'S CLASSIFICATION  

      
APPROVED BY (Personnel Analyst's Name)  

      

DATE 

      

Percent of 
Time Activity 

            

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE. 
SUPERVISOR’S NAME (Print) 

      

SUPERVISOR’S SIGNATURE 

 
DATE 

EMPLOYEE’S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE 
 RECEIVED A COPY OF THE DUTY STATEMENT. 
EMPLOYEE’S NAME (Print) 

      

EMPLOYEE’S SIGNATURE 

 

DATE 
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CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      

Percent of 
Time Activity 

            

 


	Activity
	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Yes
	Supervisory Related: S01
	CRBU: Off
	Confidential Related: 
	RFBU: Off
	Rank and File: 
	responsibilites: Yes
	IMMEDIATE SUPERVISOR: Jay S. Punia
	SUPERVISOR'S CLASS: Executive Officer
	personnel analyst: BLS
	personnel date: 10/22/13
	PERCENT OF TIME: 
















30%
	activity: POSITION SUMMARY
Under the general direction of the Executive Officer for the Central Valley Flood Protection Board (Board), the incumbent has overall responsibility for planning, researching, organizing and analyzing a wide variety of difficult and sensitive policy, program, and organizational issues to support the seven-member Board along with the civil service staff of the Board.  This position functions as the Director of Administration for the Board, supervises the administrative staff, and is responsible for managing a budget of approximately $6 million.

ESSENTIAL FUNCTIONS
Effectively plan, organize and assess key programs, public policy initiatives, and actions consistent with the statutory responsibilities of the Board.  Exercise the highest degree of independent judgment in representing the Board members.  This position requires that the incumbent work cooperatively with others; maintain consistent, regular and predictable attendance; communicate effectively both orally and in writing; establish and maintain the confidence and cooperation of others contacted in the course of business; and use good judgment and tact.  The specific essential duties are:

Develop the Board's Administrative Operating Procedures, and help develop and manage the Board's Technical and Regulatory Operating Procedures. Develop administrative policy recommendations and propose implementation strategies for the Board to fulfill its statutory responsibilities.  Propose administrative revisions to the regulations that task the Board with its requirement to enforce, within its jurisdiction, on behalf of the State of California, appropriate standards for the construction, maintenance, and protection of adopted flood control plans that will best protect the public from floods. The area of the board's jurisdiction includes the entire Central Valley, including all tributaries and distributaries of the Sacramento and San Joaquin Rivers and Tulare and Buena Vista basins.  Work with the Board’s legal counsel to implement new legislation and advise the Board on proposed administrative policy changes and legislation impacting program and policies.  Research, define, consider economic and programmatic impacts, and present information to Board members, management staff, other Federal and State government 
	classification: Staff Services Manager I 
	appointee: Vacant
	dwr position number: 0801-4800-5xx
	sap personnel no: 
	sap position number: 50039731
	division: Central Valley Flood Protection Board
	mcr: 1
	percent2: 

25%








20%
















20%
	activity2: agencies, media, and interested stakeholders.

Perform difficult and sensitive program and policy development that supports the Board's strategic plan and business operation goals.  Develop significant issue reports, white papers and other policy papers, as well as well-researched agenda items for public meetings.  Prepare presentations and present to Board Members, Executive Officer, Executive management, employees, and external stakeholders to introduce new administrative policies, plans or programs, explaining information important to decision making.  Monitor and insure that the System-Wide/Regional Planning Coordination Committee meetings, a direct result of the Board's adoption and assistance in implementation of the Central Valley Flood Protection Plan, are well prepared for and run smoothly.

Supervises staff in the development of the annual budget and program control functions for the Board and its incorporation into the overall budget process, including analysis and review of budget and budget change proposals in conformance with the Governor's Budget. Oversees, monitors, and evaluates current expenditure activity, and projects year-end expenditure status on an ongoing basis.  Develops expenditure reports to apprise the Executive Officer and program managers of any issues or variations in spending that could affect year-end spending status. Provide guidance to program managers with their budget planning efforts, using SAP and Microsoft Excel, to ensure that the production hours and operating expenses for their branches are calculated accurately and in accordance with the Governor's budget.   Prepare reports of various data, work status and expenditures for management, including analysis of work progress by participants and utilization resources (expenditures) as compared to plan, alerting management to problems, and providing recommended corrective actions.  Responsible for preparing budget change proposals and requests for additional reimbursable authority.  Prepare requests for additional authority or augmentation via permanent or temporary budget change proposals, and prepare related program cost center revisions.  May negotiate reimbursable agreement contract terms and act as liaison with other State and federal agencies.

Supervise the administrative functions of the Board relative to human resources.  Advises and makes recommendations to staff and management on varied and difficult personnel management issues; reviews and approves personnel action documents and prepares related reports and memorandums; analyzes and restructures positions; prepares or assists in the preparation of job descriptions and revising class specifications; participates in recruitment activities; coordinates the Board's exam requests and participation in the exam process; advises and assists supervisors on rejection during probation, and informal or formal disciplinary actions; and advises and assists supervisors on health and safety issues including workers' compensation.  As division liaison with Labor Relations Office, provides advice and assistance to management regarding MOU terms; responds to questions on Board activities during contract negotiations with various bargaining units; investigates, makes recommendations, and prepares Executive Officer's response to grievances and employee complaints; recommends remedies to avoid further employee complaints and grievances.  At the direction of the Executive Officer, act as the Board's liaison with the Office of Workforce Equality to ensure implementaiton of EEO policies, and that all employees are given equal opportunity in placement, promotion, training and work assignments and other activities.  



	percent 3: 



5%





	activity3: Supervises staff to provide guidance, direction, coaching, and mentoring.  Supervises and directs the Board's training program and the development of annual training plan; oversees and monitors the annual appraisal and development process; and counsels employees on training opportunities.

Oversee the business service function which includes purchasing equipment, materials, and publications; approval of invoices; and monitoring the Board's equipment inventory.  Oversee and approve space utilization, building service requests, and office modifications.  Authorizes requests for telecommunication services.  Supervise the contract functions for the Board; review contracts for consultants, interagency agreements, standard service agreements, invitations for bids, and requests for proposals for accuracy and compliance with State contracting rules and regulations.

KNOWLEDGE, SKILLS AND ABILITIES
Knowledge of:
- the Board's statutory and regulatory responsibilities and authorities:
-SAP HR, Fiscal and Logistics modules;
- established policies, procedures, and regulations related to administrative issues, personnel,
  accounting, budgeting, and labor contract provisions;

Ability to reason logically and creatively and use a variety of techniques to resolve complex issues; negotiate and mediate resolution of complex and sensitive issues surrounding Board policies and procedures; develop and evaluate alternatives; analyze data and present ideas and information orally and in writing; consult with and advise staff on the operations and objectives of the Board; gain and maintain cooperation with those contacted during the course of work; compose, review and edit written reports and policy documents; establish and maintain project priorities; develop and effectively utilize all available resources.

Skills to: 
- interact with various levels of staff, management, other government agencies, stakeholders, and  
  the media in a professional and courteous manner;
- speak before groups for purposes of providing information, conducting meetings, and explaining 
  Board procedures and policies.



	supervisor name: 
	employee name: 


